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October 21, 2004 
 
MINNESOTA BULLETIN NO. 300-5-2 
 
SUBJECT:  LTP - RECONCILING ENVIRONMENTAL QUALITY INCENTIVES PROGRAM (EQIP) 
CONTRACTS INTO PROTRACTS 
 
Purpose.  To provide guidance to field offices on reconciling EQIP contracts that were migrated into 
ProTracts from FSA System 36. 
 
Expiration Date.  September 30, 2005. 
 
 

ACTION REQUIRED BY DECEMBER 1, 2004 
 
As of October 1, 2004 administrative activities supporting the delivery of EQIP formerly provided by MN 
Farm Service Agency (FSA) are now being performed by NRCS.  To initiate this transition, all EQIP 
contracts were migrated from the FSA System 36 database into ProTracts.  The initial data migration was 
successfully completed on October 4, 2004 for FSA data as of September 15, 2004.  A subsequent clean-up 
migration is scheduled for the week of October 18, 2004 using the full data set as of September 30, 2004.   
 
The migration process translated EQIP contract data from FSA to ProTracts.  During this process, contracts 
that contained data that did not match, or contracts that were not in ProTracts were identified as needing 
reconciled.  The purpose of this bulletin is to provide guidance for completing the reconciliation process 
(comparing and correcting mismatched contract data) for those contracts and follows-up on the training and 
guidance provided through the EQIP net conferences on October 13-14. 
 
All EQIP contracts must be reconciled in ProTracts by December 1, 2004.  Payments can not be made to 
any EQIP contract that has not been successfully reconciled and obligated in the Foundation Financial 
Information System (FFIS).  In addition, no modifications can be made to any EQIP contract that has not 
been successfully reconciled in ProTracts.   
 
The second national migration upload should address many of the data mismatches that occurred on 2004 
contracts that were already in ProTracts.  Due to these potential changes, 2004 contracts that show up in the 
reconcile category should not be reconciled until after the update.  It is anticipated that many of these 
contracts will be successfully migrated into ProTracts and will need no further action.  Offices will be 
informed when they may proceed to reconcile the 2004 contracts. 
 
To help complete the contract reconciliation, it is important to understand some of key migration rules that 
were used during this process.  These are as follows: 
 

• All active contracts through 2004 were migrated 
• All completed and cancelled contracts for 2002-2004 were migrated 
• Any completed or cancelled contract with an unpaid obligation was migrated 



 

 

 
• Assigned vendor codes automatically 
• Assigned EQIP 1996 to old farm bill contracts 
• Assigned EQIP 2002 to new farm bill contracts 
• Assigns a new contract number to each contract when reconciled 
• All 1997-2002 contracts were sent to the reconciliation module 

 
A new module, “Reconcile FSA Contracts” has been added to ProTracts (See attached screen shot #1) 
that will be used to find and identify those contracts needing to be reconciled and then provides features 
to correct certain contract or participant data.  The module does not permit changes to a contract that 
require a modification by policy.  These changes, if needed will be done through a modification after the 
reconciliation process is successfully completed.  The module is accessible under the “Contract” tab. 
 
The attached checklist is to be used as a guide to help ensure that all data mismatches have been 
addressed before the contract is reconciled.  Check all of the data items identified on the checklist and 
make the needed changes in the appropriate area in ProTracts (see attached screen shots).  After making 
changes, save the contract (you can save as many times as needed without locking the contract).  The 
contract can then be reconciled by the designated conservationist.  This reconcile action carries the exact 
same weight as signing an approved contract.  The person who completes the reconciliation will not be 
able to approve a payment.  As per MN policy, the area office will remain as the approving official for 
EQIP payments.  After being reconciled, the contract will show up in ProTracts and will be obligated in 
FFIS.  
 
Any questions or additional assistance on reconciling EQIP contracts should be forwarded through your 
Area Office to Sid Cornelius. 
 
 
/s/ Tim Koehler acting for 
WILLIAM HUNT 
State Conservationist 
 
Attachments 
 
DIST: ASTC(FO) 
 MN EQIP  
 ARC 
 DC 



 

 

 
RECONCILIATION CHECKLIST 

 
1. Confirm the general contract information (See Screen Shot #2) 

 
 Confirm that the program assignment is correct, and change it if needed. 
 Confirm that the contract expiration date is correct, and change it if needed. 
 Confirm that the contract geographic location of the contract is correct, and change the 

location if needed. 
 Confirm that the NRCS office that will service the contract is correct, and change the 

office if needed. 
 Pin the land unit location.  This will enable PRS to pull progress from ProTracts. 

 
 

2. Confirm the participant information (See Screen Shot #3) 
 

 Confirm that the contract lists the same participants as the FSA contract, and add or 
delete participants as needed.  

 Confirm that the decision maker on the contract is correct, and select another one if 
needed 

 Confirm that the each participant’s vendor information is complete and accurate.  
 
 

3. Confirm Practice and Cost Information (See Screen Shot #4) 
 

 Confirm that the contract has the same practices as the FSA contract and that the contract 
item numbers match.  

 Confirm that the planned year of the practices is correct, and change the planned year if 
needed.  

 Confirm that each contract item has the correct land units, and change the land units if 
needed. 

 Enter a practice narrative if desired. 
 Select a cost type for each component. This will be required for each practice component. 

 
4.  Save the changes and return later to complete the process. 

 

After a contract is reconciled, the field office may certify practices, process payments, and modify where 
needed. 

 
 

REMINDER:  During reconciliation you cannot change:   
a. Add or delete practices. 
b. Add or delete farm and tracts. 
c. Increase or decrease practice amounts. 
d. Increase or decrease the contract cost. 

 
 



 

 

Screen Shot #1 – Reconcile Module 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Select 
Reconcile  
FSA 
Contract 

Select the program 
and your location 



 

 

 
 
Screen Shot #1 – Reconcile Module (Cont.) 
 
 

 
 

You can print a list of 
contracts that need to be 
reconciled or select a 
contract to view.



 

 

Screen Shot #2 – Confirm General Contract Information 
 

 
 
Screen Shot #3 – Participant Information (Access this screen by selecting the participant 
info on the previous screen) 
 

 
 
 
 
 
 
 
 
 
 
 

Check Program 
Assignment, 
expiration date, 
geographic 
location, and 
servicing office 

Check that the participants are the 
same and correct, the decision 
maker is the correct participant, and 
that the vendor info is complete and 
accurate. 



 

 

 
Screen Shot #4 – Practice and Cost Information 
 

 
 

Confirm that the practices and the contract 
item numbers match (might be easier to 
print a hard copy of the contract to compare 
to your file copy), check the planned year is 
correct, confirm that each contract item has 
the correct land units, make any 
adjustments to the practice narrative, and 
confirm that the cost type is correct (AC). 


